JOB OPPORTUNITY

CALIFORNIA STATE DEPARTMENT OF INSURANCE

OFFICE TECHNICIAN (TYPING)
$2,598 - $3,157
HUMAN RESOURCES MANAGEMENT DIVISION
SACRAMENTO

The Department of Insurance has an opening to be filled at the Office Technician (OT) (Typing) classification to work in
the Human Resources Management Division’s (HRMD) Personnel Operations Unit. This position is designated
Confidential.

RESPONSIBILITIES: Under the general supervision of the Manager, Personnel Operations, the incumbent will provide
staff assistance and a wide variety of clerical support for the Personnel Operations staff, the Chief, Human Resources,
CEA and the Labor Relations Officer. The OT must use a high degree of initiative in completing assigned tasks
including: originate, type, edit and proofread correspondence, reports, and a variety of internal documents; format
correspondence, memos, and bulletins written by staff for consistency with departmental standards; receive telephone
calls and visitors, determine the nature of requests and take appropriate action, or refer the matter to the appropriate HR
staff; arrange for meetings, make travel arrangements, and process travel expense claims; process incoming mail, which is
often of a sensitive and confidential nature, and distribute to the appropriate staff; maintain filing and records management
systems; maintain office manuals and revisions; assist with supply orders for the Division; maintain the automated
departmental performance evaluation tracking system, organizational charts, and HRMD Intranet pages; develop and
maintain database applications for HR related tracking systems; HRIS Attendance Monitor; provide functional guidance
to HR staff with the personal computer and other basic office equipment; and act as lead to the HRMD student assistant
staff as needed.

DESIRABLE QUALIFICATIONS:
o Excellent computer skills and experience using Microsoft Word, Excel and Access;
o Excellent interpersonal skills and ability to communicate effectively, orally and in writing (experience in working
with the public is helpful);
e A high degree of initiative, a cooperative attitude and commitment to teamwork in a fast paced environment; and,
e Ability to follow oral and written instructions.

WHO MAY APPLY: Applications will be accepted from current State employees at the Office Technician (Typing)
level, those within transfer range, or those with list eligibility. All applications will be reviewed, however, only the most
qualified candidates will be interviewed. Applicants currently on SROA lists or employed by a surplus department are
encouraged to apply. Surplus candidates must attach a copy of their letter. All applicants must clearly indicate the basis
of their eligibility (i.e., SROA, surplus, reemployment, reinstatement, transfer, or list eligibility) on the state
application.

APPLICATION PROCEDURE: Send a completed standard State of California application to Stephanie Brewer,
Department of Insurance, Human Resources, 300 Capitol Mall, Suite 1300, Sacramento, CA 95814. Pleaseindicate
“Office Technician (Typing) #191-1139-004" on the State application. Applications received without the above
information may not be considered for review. For additional information, please call (916) 492-3411.

FINAL FILING DATE: MAY 31, 2007 or UNTIL FILLED
NOTE: Interested individuals must submit applicationsin order to be considered for this position.

DO NOT SUBMIT APPLICATIONSTO THE STATE PERSONNEL BOARD
5/21/070T

AN EMPLOYER OFFERING EQUAL EMPLOYMENT OPPORTUNITY TO ALL REGARDLESS OF RACE, COLOR, CREED, NATIONAL ORIGIN
ANCESTRY, SEX, MARITAL STATUS, DISABILITY, RELIGIOUS OR POLITICAL AFFILIATION, AGE OR SEXUAL ORIENTATION.




